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OFFICE MEUC8UJ23UM 1 Februitty 1952 

so * , Z 


TO i Chief, General Support Unit 

Chief* secretariat Unit 
Chief, Coordliuitinii aM Ckaitoacting Unit 

SUBJECT i ife.il Hooa, CoiTespondenoe Control end Logging 


1# All incoming formal correspondence will be delivered to room 
17QW (which will serve as the sail room fa* this Staff)* All iteas 
of aeeoing importance or controversial in nature will go over ny desk 
and then be iurjediate3y redistributed to appropriate staff sections* 
CcrrespondinGly, outgoing formal corresponctooe (prepared with proper 
routine sheets, courier receipts and envelopes) will be delivered to 
roots 1TO-J* 

2* Che Staff log will he maintained for formal Staff correspon- 
dence* 

3* All Top Secret material is to be routed through the fop Secret 
Control Officer* Top Secret nuabera will be assigned to ?S material 
originating in Units of ti ls Staff by the TSCO* This material should al- 
so be prepared with routing sheets, receipts and envelopes* 

k* All Staff members are requested to refer controvarsial prob- 
laws to the Chief of each otaff section who will keep se advised before or 
after the fact depending upon the relative lopartar.de of the item, avails 
ability, etc* 

5* A yellow blame will be prepared for the Staff Chronological 
file (located in 1703-d) for all outgoing formal correspondence* This 
s will not include contracts and Admiidstrative Plans* In order to keep 
n Abreast of activity^ Y wiil rorvi'ew tKic chrono fHo rc„ -urly* 


EDEceea 




STATINTL 
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